Applying for a NDCA Grant Instructions

To apply for an online grant, go to https://northdakota.gosmart.org/. Review the instructions on the home page prior to

completing any online grant application. If you have previously entered your profile information, click on the blue

“Login” button in the navigation bar.

- -
Hes G

NortH Dakora CounciL oN THE ARTs

Welcome to the North Dakota Council on the Arts’ (NDCA) Online Grant Program (GO Smart)!

To apply to any of NDCA's grant programs, new users must create a profile. To create a profile, click "New User, Register Here." Complete the
profile form.

Returning users please can "Login" here.

Your profile will allow you to apply to one or multiple grant programs each year. The username and password you entered will be the usemame and
password you will use to access your NDCA grant applications each year. For help with starting, and completing an online application, please view the
online application detailed instructions pdf file here.

"*Please note, all organizations must provide an FEIN/Tax ID number and a DUNS number. **Please list the Congressional Disfrict as 1 (one).

Questions? E-mail amschmid@nd.gov or call 701-328-7590.

New to the site?
Click Here to create a new profile.

If you haven’t applied online yet, you will need to enter your profile infor icking on “New User, Register

Here” or scroll to the bottom of the home page and click on "New to the site? Click Here to create a new profile."

Click “Yes | agree” to create your new profile
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https://northdakota.gosmart.org/
http://northdakota.cgweb.org/new_profile.php

Select if you are an Individual or an Organization, then enter your profile information on this page.

MNew Profile

* Please choose the type of profile you are & Individual
creating: arganization
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Congressional District is “1” for North Dakota residents.

Complete the remaining questions then select “Submit”
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You will receive confirmation of your account profile set up.
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To view NDCA's available grant programs, click on “Current Programs & Applications”

Scroll through the page to find the grant you are looking for, | am using “Community Arts Access” as an example grant,
but these instructions apply to all grants. To start the application, click on “Start Application”

Community Arts Access Tier 1 & 2FY18

Program Description:
CAA Tier 1is designed to benefit nonprofit organizations presenting arts programs in small and rural communities (populations uni
programs serve a special constituency or underserved audiences. CAA Tier 2 is designed to benefit nonprofit organizations in
events/programs, and supports organizations in communities of 6,000 or more.

£,000) in North Dakota, and supports nonprofit of all sizes whose arts
ible for other major grants through NDCA, offers financial support for arts

Message about Program:
This grant round is for programs taking place between July 1, 2017 and June 30, 2018.

Available: December 8th, 2016 12:00 AM START Application
Draft Review Deadline: March 15th, 2017 11:59 PM Preview Application

Final Submission Deadline: ~ APri 151 2017 11:59 PM

Teacher Incentive April 2017 (FY18)

Program Description:

The Teacher Incentive Grant Program is 2 means of providing financial assistance to teachers who wish to explore new and creative ways of integrating the arts into other areas of the curriculum. Projects are

teacher driven and may involve the visual arts, literary arts, performing arts (drama, music, dance,) architecture, design, folk arts, media arts or any combination of artistic disciplines integrated into other are;
of the curriculum. $600 max. request. No maich required.

Message about Program:
Applications must be submitted electronically and are accepted between August 1 and April 1 of each school/academic year.

Available: November 1st, 2016 11:58 PM START Application

Final Submission Deadline:  #Pril 1. 2018 11:50 PM Preview Application

After selecting the application, please complete each bulleted page.
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Additional information can be found within the Navigation buttons, such as editing your profile, managing your work
samples, links to all grant program descriptions, applicant resources, NDCA’s general guidelines, etc.

Current Agency Time: December 29th, 2017 12:35 pm
testnd - NDCA-testing
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L
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Home Edit Profile Current Programs & Applications Manage Work Samples Applicant Resources Grant Program Descriptions General Guidelines/Information

Logout

Once all pages are complete, select the “Submit Application” bullet link, you can either select “Draft Review” (if
applicable to that application), or select“Final Submission” then “Submit”. Additional final mission instructions are
listed on this page.
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Application Pages

» Grant Guidelines

= Grant Application

* Required NEA Questions

= Location(s}) of Project Activities

+ Project Budget

» Project Budget Additional Informati
= Narrative Questions

= Support Materials

= Applicant Board List

+ Project Personnel Res!
» Financial Statement
= Signature
= Submit Application

Please selecy "Draft Review Submissioh"” if you would like your application reviewed by staff prior to submitting your final application.

© Draft Reyiew Submission

Please read the following directions carefully! Failure to follow the four steps as outlined may result in your application not being properly
submitted and your application will not be idered for review. Step 1: Click on the "Preview Application™ bution below. This will open your application
in Adobg Acrobat Reader. Review it. This is the application the panelists will see. (If changes are required, close the Adobe program. You will be returned to this
page and you can go back and make revisions.) If the application looks acceptable, confinue to Step 2. Step 2: Print the Signature page of the application, then
close the Adobe progragh. You will be returmned to this page. Step 3: Sign the Signature page and mail in 1 signed hard copy of along with any additional support
matepials to NDCA's offices at 1600 East Century Avenue, Suiie 6, Bismarck, ND 58503. Step 4: Click the "SUBMIT" bution. Once you do this, you will no longer
have access fo the @pplication to make changes. You will receive an email confirmation of the receipt of your application. You will also be able o view your
application (in a .pdf file) from your Main Page. After following these four steps, you will be returned to your Main Page. You should see the application marked as
"Réceived” with Zn application number assigned to it.

© Final Suppission

For questions on NDCA'’s grants visit http://www.nd.gov/arts/grants; e-mail comserv@nd.gov; or call 701-328-7590.

Please read the following document (provided by the creators of GO Smart) for additional
applications instructions, and instructions on managing your work samples.


http://www.nd.gov/arts/grants
mailto:comserv@nd.gov

NEW APPLICANT

If you are a new applicant to this granting system, please use the technical guides below to:

Register

Apply for grants

Manage your work samples and attach them to applications
Complete application processes

Find additional help

Table of Contents
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*If you are viewing this document in a web browser, you may need to open or download it as a PDF for the Table of
Contents and other links to work.



NEW APPLICANT

In order to utilize our online granting system, you will need to register. You will be able to access our home
page when you first navigate to our site; however, if you leave the home page, you will be prompted to register
or login. You will be able to view custom navigation pages, such as Applicant Resources shown below, but you
will not be able to edit your profile, access applications, or manage your work sample portfolio until you log in.

Homea Applicant Resources Login Tach Tips
Login
User Mame:
Password:

Forgat your Lissmama?

Enter your email address;

FAamind mal
Forgal your Password?

Enter your email address:
Enter your usernarme:

Resat Password
MNew to the site? Chick Here to create a new profile,

Navigate to our new GO Smart portal at the URL that was provided to you.

Locate and click the link at the bottom of the Home or Login page that says "New to the site? Click
Here to create a new profile."

3. Agree to the terms, answer the questions on the registration page, and Save to create your profile.

If you want multiple people to work on a single application, they will all need to login with the same
username and password.

5. You can always update any information of your profile except your user type and username. Once
logged in, click Edit Profile in your navigation bar to access and edit your registration information.

6. Use the retrieval tools on the Login page if you forget your username or password.

Return to the table of contents




NEW APPLICANT

BEGIN AN APPLICATION

When you are ready to work on an application, you will use your Current Programs & Applications
tab to find the appropriate application(s).

Home  Edit Profle  Current Programs & Applications ~ Manage Work Samples  Applicant Resources Logout Tech Tips

Active Programs

Invitational Passworc m

Community Support 2017

Program Description:

The Community Support Grant for 2017 offers grant funding to organizations that benefit the community in which they exist. Organizations
must have an annual operating budget between $10,000 and $99,999. Applications will be used to determine the impact of your organization
or project on the welfare of the community it serves.

Message about Program:
If awarded, this grant funding will be available for discretionary funding of the project from July 1, 2017 through June 30, 2018. You will need
to provide an interim report by December 31, 2017 and Final Report on July 15, 2018 with proof of funds supporting your community.

Available: April 11th, 2017 4:35 PM START

Final Submission July 30th, 2017 4:35 PM Preview

Deadline:

Navigate to the Current Programs & Applications tab to begin working on your application(s).

Scroll through your list of available applications, noting the hame of the grant program in the gray bar
along the top of each box (such as Community Support 2017 in the example above).

Learn more about the program by reading the included description and/or message.

If the application is currently available to you, click the START link to begin working on the application,
or in some cases to begin the Intent to Apply or Eligibility form. If it is not yet available, you can click on
the Preview link to view a read-only version.

Return to the table of contents




NEW APPLICANT

. WORK ON AN EXISTING APPLICATION

Home Edit Profile  Current Programs & Applications ~ Manage Work Samples ~ Applicant Resources Logout Tech Tips

Community Support 2017 #CS170003

Applicant Narrative
Project Budget
Submit

Applicant Narrative

* What is the annual budget for Select... -

this program?

Did | Complete This Page?

View PDF [& Next

1. Navigate to your grant program from the Current Programs & Applications tab. Select START or EDIT
for the application item you want to work on. You can work on Intents to Apply, Applications, Interim
Reports, and/or Final Reports. Alternatively, we may create corresponding items such as
Reimbursement Requests or Invoices that will be listed as separate programs on the Current Programs
& Applications tab. We will provide you with the name of these items if you should be looking for them.

2. Navigate through the item by using the Table of Contents OR by using the Previous and Next buttons
at the bottom of the page. Your application will look different than the short example above.

3. Click Save Work at the bottom of EVERY page before clicking Previous, Next, or the title of a different
page in the Table of Contents.

4. Where available, click the "Did | complete This Page?" link at the bottom of any page to check if any
required item was not answered.

5. Use the View PDF button at the bottom of any page to view your application exactly as admin and
panelists will view your application.

6. Submit your application item on the final page of the table of contents. Once you submit the item it
becomes Read-only and can only be edited upon request to us.

Return to the table of contents




NEW APPLICANT

@ WORK SAMPLES PAGE

One of the pages within your application may give you the opportunity to use an Image Bank and/or
Make Selection button, as shown in the example below. If you see these buttons you are on a Work
Samples page. In order to utilize this page, you will need to use your Manage Work Samples tab to
upload items that you will then attach to this page. Within the application, this page may be called Work
Samples or something else such as Support Materials, Media Attachments, etc.

s+ Apphca Baraihe
+  Project Buggel

+ WWark Sampes

= Submi

wnrk Pt kock a1l the 8t Eslor of requines suppon matenal, Cick the Mansgs Work Sample 18 abovs and

uploed &l of He appropriale materal usng the comeapandirg file type Dution, Onos wou Fave upladed

Samplgs all o this requinsd e, navigabs back this cycle application Dags and uss the “idake Sabction” buttons
Esblor i1 irchuche yous Berma, B sune b2 click Save Tor anch ik 1ype and scroll 1o 1he Botiom of the pegs
B ity T you can ses all of your inbended work sampks,
Board List
]
Program Brochune

Images  Youhave 1Image in your Esnk, You may seec up ba 5. Fiks sioe miss rod sxceed 250,00 M8
Irage Bark

Wou've submirthed [ ol them & This appication.

Waan Selection

Audio Samples  vou have no Audic Samges in your bank. You may slect up ba 3. File size must not exceed 250.00 ME.

Audia Bank

1. If you have not yet uploaded items to your Work Sample bank, you can click Image Bank button
and follow the steps of the MANAGE WORK SAMPLES guide.

2. When you are ready to attach files from your Work Samples bank to the appropriate application,
navigate to Current Programs & Applications.

3. START or EDIT the Program and find the Work Samples page (remember this might have a
different name).

Click the Make Selection button for the corresponding file types.
Check the box next to the desired item(s).

Click Save then Close Window and ensure that the item(s) appear at the bottom of the Work
Samples page.

Return to the table of contents
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@ MANAGE WORK SAMPLES

Home Eat Proflle Current Programs & Applications Manage Work Samples Applicant Resources Logout Tech Tips

Manage Samples

Welcome! You are viewing the Manage Samples Main Menu.

This menu allows you to create and maintain your "bank’ of media sample files. There are four types of samples collected here: images, Audio, Video and
Wiritten.

Each sample type has its own ‘Manage" samples bank. Consider these banks as your Image Portfolio, Audio Inventory, Video Inventory and Written
Document Library,

These banks will house your current uplcaded sample files and allow you to modify, remove, duplicate, or add new files.

This is the collection tool for these samples. This is not your application. There will be a separate page within your application where you will
attach the appropriate samples from these banks.

|
You have used 0.762% of your
storage quota (248.094 MB
remaining)

This is where you can upload and create an inventory of your digital image files.

This is where you can upload and create an inventory of audio samples file.

This is where you ¢an upload and create an inventory of video samples.

Witten Documents
This is where you can upload and create a library of written document sampie files,

|
You have used 0.762% of your
storage quota (248.084 MB
remaining)

1. After learning which materials you should attach to your application, navigate to your Manage
Work Samples tab. If you are on a Work Samples Page, you can click the “Image Bank” button.

2. If you don't know your work sample requirements, navigate to your cycle application Work
Samples page or review other guidelines as provided by us, the granting agency.

3. Click the buttons (shown in the example above) of the file type you would like to upload to your
Work Samples Portfolio.

4. Review our guidelines and direction in these sections.

5. Upload the files you would like to include in any of your applications

6. Follow the steps of the “WORK SAMPLES PAGE” guide to attach items to your application.

Return to the table of contents




When using the Work Sample tab, you may run into some questions with regards to the tool. After you have
uploaded items to any of the file-type banks, you will see a handful of options and messages.

Image Bank
Image Bank

Pase LpIcas your necessary Imags suppon matens Mes 10 this bank by using the 100! below

To get 16 your appication Shck Currant Programs K Applications

You cumently have 8 of 10 possibie lmages

You have used B3.155% of your stonage quota
(84.225 M8 remaining)

ttie:  FELD GRASS
wtie:  FLOWER OF DATABASES

filo sige: 1SN
fite size;  CETTME
Permission granted for marketing use,
@mengions: 00 %387 x 2
EAEAEIED]
complete:  20'9
description: So0 tho use of Nower?

Parmission granted for marketing use.

e
Note: This sample & comm ied.

Use the Detail View button to review information you included when you uploaded the item
Click Modify to edit and save any changes to an existing file

Click Remove to delete an existing file from your Work Sample Bank. This will free up space to
upload additional items.

4. If Modify and Remove are not available and you see that the sample is committed (as in the right
example), this indicates that the item is currently attached to an application that is In Progress. If you
need to maodify or remove the item, you will need to either submit the In Progress application or detach
the item from the In Progress application.

5. Alternatively, you can duplicate the committed item, update the details, change the name, save and
attach the modified duplicate to the appropriate application(s) on a Work Samples page.

Return to the table of contents




NEW APPLICANT

If you are instructed to submit additional reports or forms after submitting your application, follow the steps
below to find the appropriate items.

Active Programs

Cammunity Support 2017

Proggram Sescnptoe:
Tha Commurity Sumsport Grant for 200 7 ofers grant funding %o crgan mations that banefit the community in which ey exist. Onganizations must have an annual
opemting budget between $10.000 and $25,085. Acolications will be wSed o deterTine the iImpact of your GrEanizetion o project an the wellars of the
COMIRAITY I Sarvis.

Message sbout Program:
¥ gmarciec, this geand funding will b seilabis for discrtonsry Tunding of tha proect fsam July 1, 2007 theough Juna 30, 20718, You will nesd o provids &n
imierim report by Decemier 31, 2017 and Final Report on July 15, 2018 with jproot of funds SUDpOMENg your Community.

Fa— Aprl V1th, 2017 435 P BCSITO000 (INTERIM REPOAT APPROVED) - View PUFD

Final Submission Deadlsse  2ulf 300, 2077 430 P
Interim Report HC51T0003 - VIEW Interim Raport POF [

A Availat Dctoleer 157, 2017 4:35 PW

Dczermbar 3141, 2007 4235 EDIT Fireal et ACE1 0003 - VIEW Fiesil Rt POF [

Imierim Aeport Dead e PR

Final A t Bt Aprl fist, 2016 4:35 PM

Final Floport Deediise: 4 1527 2018.435 P

Cammunity Support 2017 Asimbursemant Aeguest §1

Program Descripticn:
Tha Community Support Grant for 200 7 Reimburssment Fequest should Be usad 10 submit @ semburssmen mquest dunng e first querier of your grant year

Messape about Program:
Suberil this form Detween Jure 1. 2017 and Septembar 30, 2017

Aovaliat Juna 152, 2017 500 AWM ETAAT

Final Submission Deadline:  JS01BEse M ANT 1158 Frevies

1. Watch for communications from us regarding a possible award, necessary follow-up reports
and other items.

2. If you are awarded or invited to work on follow up items such as interim or final reports, return
to your Current Programs & Applications tab, locate the cycle and click START or EDIT on
the available cycle item, such as the Final Report in the top example above.

3. Alternatively, we may create an associated program, such as Community Support 2017
Reimbursement Request #1 in the bottom of example above. Locate this associated program
(we will instruct you as to the associated name) and click START or EDIT to work on and submit
the appropriate item.

Return to the table of contents




NEW APPLICANT

@ HELP AND GUIDANCE

We have customized our Home page (generic example shown below) to include information you may
need when filling out our application(s). We may have also created custom navigation pages, such as
Applicant Resources. These pages may include additional guidance regarding the way you should use
our site.

Home | Edit Profile Current Programs & Applications Manage Work Samples | Applicant Resources Logout Tech Tips

Welcome to our online grant portal!

Find the grant program that works best for youl We offer a variety of grant programs to assist partners with marketing their destinations and assets,
creating visitor experiences, building and maintaining attractive communities. Click on links below to learn more, check eligibility requirements,
access application forms, deadlines and criteria. Thank you for your interest and all you do for our state. We look forward to working together!

Project Support Grants

In support of the Tourism Department’s mission to make out state the primary destination for venturesome travelers, the Cooperative Marketing Grant
Program (Co-Op) offers an avenue for tourism related, non-profit organizations, local and tribal governments to attract visitors to their destinations
and events through advertising. The Co-Op program allows you to leverage the successful brand, building on millions of cumulative brand
impressions to draw visitors to your destination and its assets.

1. Follow any guideline or rules as set forth in these areas, shown in the example above.

2. If there is no additional help language or navigation pages, navigate to the Current Programs &
Applications tab to begin working on your application(s).

For additional information and assistance while using the GO Smart site,

please contact your granting agency.

Return to the table of contents
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